
Job List Dashboard

Filters

Map view

Job 
summaries



Job List – Map View

Hide map

Zoom in

Zoom out

Full screen

Re-focus map to show all 
pins current Filtered. 

Pin colours match the 
colour of the highest 
priority Job within that 
building.

Click on a pin to see 
Jobs in that building:



Job List – Dashboard

Note: The counts within the Dashboard refresh as Filters are changed.

Number of Jobs 
in requiring 
action to 
progress

Number of Jobs 
of different type 
/ priority

Overdue
Jobs

Jobs complete 
but not closed, or 
without recent 
action

Approaching 
SLA limit



Click on a tile, then                              to show only that category of Jobs.

 Click this icon to open the Filters Panel ...

Job List – Filters



Job List – Filters Panel
It is recommen-
ded to click 
‘Remove all filters’ 
before 
beginning. 

Click
when finished, 
then close filters 
using          .



Priority contain 
before

attend 
before

complete 
before

1 – Emergency 1 hr 1 day

2 – Urgent 4 hrs 1 day

3 – Routine 7 days 14 days

4 – Routine – Specialist 7 days 21 days

5 – PPM Remedial 30 days

6 – Proactive 30 days

7 – Minor Works 90 days days = 
working 

days8 – PPM per schedule

Job List – Job Summaries and Job Panels

Priorities & SLAs



Job List – Summaries and Job Panels

Job Type

Reactive

Planned

Follow on



Job List – Summaries and Job Panels

Job Ref



Job List – Summaries and Job Panels

Location
A – Old Schools
B – Old Press
C – Scroope House
D – Downing Site
E – Old Addenbrookes
F – North West Sector
H – Addenbrookes Site
K – North City
L – South City
M – New Museums Site
N – Eddington
Q – Out of Cambridge
R – Lords Bridge
S – Sidgwick Site
T – Madingly Rise Site
W – West Cambridge Site

Locations can be searched by 
Navigating to Portfolio in the 
menu:



Job List – Summaries and Job Panels

Dates

Note: 

Due is usually when 
the Job was created

The Target date 
relates to the SLA

Priority contain 
before

attend 
before

complete 
before

1 – Emergency 1 hr 1 day

2 – Urgent 4 hrs 1 day

3 – Routine 7 days 14 days

4 – Routine – Specialist 7 days 21 days

5 – PPM Remedial 30 days

6 – Proactive 30 days

7 – Minor Works 90 days days = 
working 

days8 – PPM per schedule



Job List – Summaries and Job Panels

Status

Turns red if Job 
has been rejected 
or is overdue.

Turns green and 
changes to 
‘Completed’ 
when job marked 
as complete.



Job List – Summaries and Job Panels

Assignments

Number of Operatives 
assigned.



Job List – Summaries and Job Panel

Focus

Opens Job in 
Team Diary 

This will be covered later

Symbol 
appears on 

hover



Job List – Job Panel

Edit
                                      Open sections with 

arrows

Close the job 
after completion



Job List – Job Panel

View



Job List – Job Panel

Job Card

For printing or downloading



Job List – Job Panel

Ticket

Shows building contact details.



Job List – Job Panel

Beacons Beacons alert a User that information has 
been added requiring their attention.

E.g.:

Add new Beacon.



Job List – Job Panel

Job Assignments Job Assignments gives an at-a-glance view 
of Operatives assigned to the Job.

E.g.:

Colours match job priority



Job List – Job Panel

Reject or Accept



Team Diary

Creating Job Assignments

Navigate to Team Diary 
using any of these 
buttons:

Date range

Operatives

Click a day/time box next to an 
Operative to assign them to the 
selected Job.

Assignments can then be 
dragged and extended.

Indicates 
the Job the 
Operative is 
currently 
working on
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